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1. Requesting Agency
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3. Authorization Requested (Check only one of the squares below).

2. Division or Bureau of Requesting Agency

g RFCRFATIOH

Dispose of present accumulation. No
t additional • accumulation is antici-
pated. Records hove ceased to have value
to warrant retention.- .-- •»• •;'.• ..;. ;

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records, will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be.

retained for the period of time indicated.

4.
Item
No.

: , . • •'•:• 5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

RBCREATIOH ACTIVITT REQISTBATIOH FCBH

Sisat ^•
QuantHyt 6 drawsra (b cable feet)
Datees June 1953
Pile Arrangessants By recreation center and age group therein

These foroa are aigned by t l » child*a parent indieating permission
t o engage in aoae a c t i v i t y o f the Departaont* Two foros are nsedt
one for sasser a c t i v i t i e s only, the other for year-round a c t i v i t i e s .
Both ahow the child18 naaa, age, school and grade, address, and sig-
nature of the parent or guardian* They are need for a c t i v i t y plan-
ning and s t a t i s t i c a l purposes daring the year* Very l i t t l e use i s
nade of then after one year*

RECOMMBfuATIOlli . REIAIH FOR THREE YEARS AND THEN DESTROT.

(AHUUadrUNUEHUJfc

Qoantityt 2 draarers in office. 1 transfile in storage
(total $ eabic feet)

fiatest Beveaber 1951 - -
File Arrangcaentt Subject and alphabetical therein
AmqiaT A fnwi i atf q]|| \ OOble fOOt
I&sposabli Aaonntt 2 cubic feet

Correspondence concerned vlth thu functions ef ths Departeent* It
is with Federal, State, local and ether state agencies, professional
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7. Agency, Division or Bureau Representative

Signature Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission..

I f Date

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Secretary
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5. Description of Records .
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

and c i v i c organisations* vendors, ind iv idua l s , etc*

EETAIH FOR TTOEE YE4RS, AMD THEN DESTROt.

h.

WEBKU ATTEHD&KCE RgORT . :

S l s e i &$« x J l " -' " '• ' • A

Datest June, 1953 - r , "
Quantltgri 1 drawer ( l | cubic f e e t )

i Annual AoeuBulatlcm a cubic f o o t i. • ?

This report i s submitted weekly by the Director of each recreat ion
center operated by the Department* I t shows by day the nusfeer of
children and adults using center facilities in the morning, after-
noon, and evening and the daily total] attendance at special
mrentsj and totals for the week* The reverse of the fora shows
by day the participants in organised activities such as archery,
baseball, golf, tennis, wood craft, etc* The form i s used for
statistical reporting in the annual report and the staff manual*
Record copies of the annual report and the staff nanual shoving
the information on the weekly attendance report are retained per-
n £ n a n t l $ . - . • : • " • " • • • . • • = • . • • - _ • • • • • . • • . . • ; - ^ • - ; - : V . • • ' • • - . ' • ''•'••-

RBDOlSiaiDATlOHl RSTAIM IOR TSiEB TEARS ARD THIS DESTROY* ; -

:
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ACCQUHTIKO RECORDS -AUDITED

Quantityt l£ drasrers
Dates t June 1S$2 •• •*?
Annual Aocumlationi t drawer
Audited byi County

This Itea includes all standard accounting forms used by lfontgoaery
County agencies as supporting data to the final books of entry*
The final books of entry are oaintaincd in the Department of
Finance* V9xy few of the accounting records In the Departaent of
Recreation are necessary for audit purposes sine* the Majority of
the records are duplicates of records in the Departaent of Finance,
in tthich departoent they Are audited. The accounting records filed
in the Departaent of Recreation necessary for audit include!

Cash Report - submitted daily by the golf courses operated by
the Departoent

Deposit Receipt
Deposit Slip
Payroll Report
Special Recreation Activities Account!

Bay Receipt
Traneaittal letter
Receipt Books
Record of Tickets

Dale
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6. Recommendation
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RECOW4EKH2LTION! RTTAIH FOR TKIEB YEARS OS. UNTIL AUDITED,
, AHDTHES : : ;

FISCAL RECORDS - 80?

• \ ' Q t i a n t i t y t I n c l u d e d l a I t a t t b '*•! _•••••>•••••••••• • • •• • •> •••_ •

FleeaX recorde of tha Departoent vhioh are not necessary for audit
includes : ' '• ••• •- . - • . ',-•- •• • .

Inventory Record of Expendable DepartBuintal
Time Eeport * Recreation Center BEployce8

Card - Field l

K>H THREE TFASS AHD TBQI DESTRGT*
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